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ITEM
No. (TITLE, DESCRIPTION. SARIR%QEEI‘:’?.AEIIVIO)NINCLUSIVE DATES) (c\z//g'}ngr. ) DISPOSITION INSTRUCTIONS
1 :IADMINISTRATIVE FILES: 2.5 | Temporary (Auxiliary Paper Holdings), Destroy
onsists of correspondence, cables, and after two years.
memoranda used in the administration of the Cut-off at end of calendar year.after 2§
These files include such subjects as bringing forward material needed for ‘turrent
Personnel, Requisitions, Requirements, Diaries operations; for example, policy and 'ﬁ%ocedural
(reflecting daily activities of Regula- material. Place in inactive file fo#done
tions, Meetings, Travel, Training, and other year; retire to Records Center for one year's
administrative subjects. N retention prior to destruction.
Filed by subject. ‘ )
2 | REFERENCE MATERIALS: ]5 -
a. Artists Morgue: Consists o r s
obtained from any source/hsefl fo|sbbport V 2%
work for the PP Staff. [
(1) Photogfepl® - Co File: Temporary (APH. Screen periodically and
Arragfige Ipkebetically by subjec destroy when no longer needed. -
(2) Pictu -\ Sf£ill: Temporary (APH). Screen periodically and
Arranged) aMhabetically by country. destroy when no longer needed.
Temporary (APH). Screen periodically and
destroy when no longér needed. ’
he __/  mev oate ¢ - /ol S
mg pomp = oe 30 teee L
%m vLass _S_ pags .2 7 REV BLASS
st NEXT MeV 2/7 _ auTH: HR 182
2.8 Permanent (Clandestine Services Record
Material). Destruction not authorized.
Screen and assign CS file numbers in
: ™ those instances where materigl is pertinent
Jii.| to the CS mission. Where not of lasting CS
Jrye 7g
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' Chtef, Covert Action Staff 15 Juk. 1960
Chicf, Records Management Btaff

CAS Records Survey

: 1. Attached arec the Records Survey Report and Records
Contirol Schedule for the Covert Action Btaff.

<. DImplementation of this schedule and adoption of the
recommendations contained in the survey report should greatly
agsist your staff in promoting good records msnagement practices.
In particular, the Records Control Scheditle; as a mandatory
menagement tool, will ensure compliance vith approved Agency
and Clandestine Services records policies and procedures.

‘4. Much of the credit for the t of such a fine
schedule is largely due to detalled under-
standing of the Clandestine Bervices RNegulations, her vast
imovledge of the mission and responsibilities of the varioua
Cavere Actlon Groups, and her conscientions attitude toward

hey. records work.

L. I wish to express my appreciation to merbers of your
ptail, particularly to | for their
assistance and cooperation glven tof [aring this survey.
- ¥Please feel free to call on me again for assistance. ‘

Attachments:
1. Survey Report
2. Hecords Control Schedule

Distribution:
Orig & 1 - addressee

. 1-RMB
LA -] (vith schedule)

¥
oA
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3 SECRET

RECORDS MANAGEMENT SURVEY
COVERT ACTION STAFF

-

1. %e@mt a survey of the Records Mensgement Prograw
and to prepare Rec Control end Vital Materials Deposit Schedules in the
Covert Action Staff of DDP.

2. Background. At the request of chielwm._lan
audit of O] Hana nt prograw was ¢ by of
the CA Staff, and of the Management Staff. The audit consisted
of the following: ‘

2. A survey which included compiling an inventory of the records
‘holdings in the CA Staff and obtaining informationm from responsible
officials as to the use and value of each category of its records.
From these facts, the analysts prepared records control schedules--
magter plans for the retention, retirement and disposition of Staff
records. These plans were discussed with, end comewrred in, by the
component chiefs.

b. In addition, Vitel Materials Deposit Schedules, in accordance
withf |were approved by the Chief of Support, the DDP Records
Mauagement Officer, and the Chief of the Management Staff. The Covert
Action Steff Vital Materials Deposit Schedule weas forwarded to the
Vital Materials Repository om 21 April 1960. .

3. Findings.

a. The Records Control Schedule indicates thet the records
holdinge of the Etaff total 79 cubic feet, categorized into 153
separate record series. Of these 153 individual record series,
29 or 19% have been identified as "Permanent", snd 12% or 81%
ags "Temporary.” '

Hote: For the purpose of this Records Control Schedule,
the terms "Permenent” and "Clandestine Services Records Materials"
are synonywous as are ™lemporary” and " Auxiliary Paper Holdings."

When the term "Tewporary (Auxiliary Paper Holdings)" is used,
it indicates that the rceord copy is held elsevhers, or that the
content of the records series is not of sufficient value to
classified as a permanent record. _ :

b. The Agency-appmwd Bubject-Humeric file system was found
in only two components. However, each file had been discontinued,
having been superseded by z chrono type file.

=1

' ‘ S ;an?{ :
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c. Many records were being retained beyond their usefulness
' because personnel were not sware that legal suthority existed for 7
destruction or that an office of record had been established elsevhere.

d. There was an wmecessary amount of reference material
caused by tbe failure of Staff persompel to screen the collections
‘at regular intervals to withdrav or destroy waterial which had been
revised, superseded, or no longer needed.

e, Staff personnel were unaware of the services availadle in
the | land st the Agency Records Center.

f. A comparison of the total records holdings cowpiled duwring
this survey, 779 cubic feet, with the 1,56k cubic feet shown in the
Btaff's armual report of 10 August 1959, indicates s reduetion of 785
cubic feet.

This is significant apd reflects the progress| I
has made on the Records Dispesition Progrem. To accowplish this
reduction, she ewployed the following techniques:

(1) . Revised Tiles to eliwinate superflucus filing guides
and file folders.

(2) sSubstituted lighter, space-saving krafi folders for
the heavier end wore expensive pressbosrd folders.

{3) Conducted & general "house-clesning” of reference
saterials no longer needed.

(4) withdrew from the files au& dastroyed extraneous materiais;
i.e., duplicates, routing sheets, copies of Form 238, etec.

(5) Retired inective records to less expensive storege at
the Records Center. :

8. A review of the Covert Action Staff Vital Materials deposits
at the Repository indicated that 80% were either non-current or no
- longer considered vital to the CA Staff. :

L. Recommendations.

&, That the Records Control Bchedule de applied immediately.

(1) Application of the CA Staff Records Schedule will pre-
serve nctonly the records considered of permenent value to the

- Btaff but alsc those of lasting value and interest to the Claendes-
tine Services. ' ‘

Approved For Release 2005/11/21 ©CTARIP78-00487A000400090001-0
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(2) Adherence to this schedule will provide an efficient
and economical records dicpositiom program within the Staff which
will result not only in substantial savings, but also in wore '
advantageous use of office space and equipment.

(3) The orderly maintenance and comtrol of Covert Action
Staff records through the Records Control Schedule will incresse
the efficiency of your Staff components.

(%) The CA Staff Recomds Schedule should be used by adwinis-
trators and by the Records Managewent Officer as an adninistrative
control in complying with approved Agepcy and Clandestine Services

- policies and procedures.

b. That the Records Control Schedule be kept under constant review.

: - {1) The Record categories defined in the attached schedule
reflect the current functions of each Staff unit. As these functions
change, the Records Comtrol Schedule should be revised to reflect
the chenge in responsibilities. Proper documentation should be
entered on the schedule to reflect all netions (additions or deletions)
smch will occur subseguent to the implememtation of the schedule.

{2) The CA Staff Records Coptrol Schedule should be reviawed
annually by the CA Stalf Records Management Officer.

¢. That the Covert Action Staff Vital Materials Deposit Schedule
be luplevented irmediately.

(1) The VM Deposit Schedule identifies all materials needed
by the Covert Acticn Steff to carry out its emergency wartime
operations as defined in The media used in transferring
“these records to the Agency bory, the frequency of deposit,
and the period of time these records should remain in the VMR are
clearly defined.

_ (2) Based on the mssuwption that during nuclear war all records
at Headquarters will be destroyed s 1t is imperstive that materials
considered vital be tramsferred without delay to the Repository.

d. That the CA Vital Materlals Deposit Schedule be kept current.

Changes in the war-time mission of any subordinate components,
or changes in the world situation, will require the immediate
amending of the attached VM Sche@ule. In addition, this schedule
should be reviewved anmually, and if meessary, be revised and re-
aubmitted by the CA Staff RMo for approval. .

-3-
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e. That greater use be made of the X Building Library.

Agency branch libraries were estsblished to reofler convenient
reference services commensurate with the rarticulsr needs of the
occupants of the buildings in vwhich libraries sre locsted. Use of
the facilities available in the K Bulldipg library will reduce the
volume of referense materials needed by your Staff.

T. That the Agency Subject-Numeric Flle system be installed in
components of your Staff,

A review of the various file systems indicated that wany of
your offices do not maintain subject files and are relying com-
Pletely on chromologicel (convenience) files., After a year or
80, & chrono file loses its effectiveness. Almso, in iteelf, a
chronological f1ile is an ineomplets record as it contains only
copies of correspondence generated within the particular office
area. As it fafls to provide for the attachment apd/or ready
reference 0 previous incoming and cutgoing correspondence, it
fails as a tool in the preparation of complete snd aceurate
replies. However, the Agency-approved filing system will prmriﬁe
uniformity, easy filing, quick reference, and prompt retrievesbility
of waterial previously filed, weking it particularly adaptable to
czg&i::oga r];mlting frow penml rotations between m«mm
8 ield.

. wlp
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TABULATION OF RECORD HOLDINGS
COVERT ACTION STAFF

Permanent Cubic Feet Temporary  Cubic Feet Total Cubic

(csRM) (APH) Feet Py
CHIEF, COVERT ACTION STAFF: -
Office of the Chief ..oeoveviovccovesanes 1 .5 6 11.5
....... : i 7.5
. ...... e 1 1. 5 3.7
1@ e L k5.2
3 4.8 7 6.0 '
TOtAL eovessacenes 5 6.3 26 73.9 80.2 .
it ireeiieaaa 3 2.5
1 e iiireiiieien 1 2.3 12 22,2
1 .5 15 23.k
Ceresesasnsennaen 1 .9 3 9.6
e eriecesrreraeeaas 1 3.8 13 79.2
3 4.3 2 16.0
TOtALl eevnsoossnns 7 81.8 L8 152.9 234k .7
reesneerbrane . L 6.2
1 Cetecetcecsesens b 8.5 5 8.4
‘ Ceteesaeaeerees 7 25.7
ceeeenans Cereens 2 6.2 6 57.0
Total sececenecnas 6 1h.7 22 97.3 112.0
Sub-Totals to be Carried Forward ...... 18 102.8 96 32501 426.9

-
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Permanent Cubic Feet  Teuwporary Cubic Feet Total Cubic

(csrM) (APH) _Teet
Sub-Totals Carried OVEr ......eevesecsn. 18 102.8 % 32k.1 426.9 2
e e 3 1.2 8 16.2 17.4 g
......... 8 8.7 N
) eeresaterenaens 2 12.3 11 79.7 e
1. e eeeaenennaneaaas 2 2.2 5 6h.5
................ .. 3 22.2
eerecesesanneraes 2 3.3 5 57.0
TOtAL seevevoanns 6 17.8 32 232.1 249.9
........... 2 3.5 8 37.6 1.1
eereereenaranes .. 1 1.3 17 52.6 53.9
TOTALS, COVERT ACTION STAFF ...... 27 126.6 161 662.6 789,2
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OFFICE, DIVISION, BRANCH s R - Psrenaty 25

DDP - COVERT ACTION STAFF

OFFICE OF THE CHIEF TITLE ﬁ/l Ii’ / YA Z@ZE
~

No. (TITLE, DESCRIPTION. SARkafszgwg.ATA;vgchwszm DATES) (cuBI& Fr. ) DISPOSITION INSTRUCTONS ~
1 OFFICE OF THE CHIUF ADMINISTRATIVE FILES: 3.0 Tewporary (Auxiliary Paper Holdings). Destroy
Consist of memoranda and correspondence used after two years. 73
in the administration of the Covert Action Staff, Cut-off at end of calendar year after
These files ineclude such subjects, among others, bringing forward material needed foﬁﬁcurfent
‘. as Coumittees, Budget, Training, Travel, and operations; for example, policy and procadu-
) Meetings. ral waterial. Place in inactive file for:one

year; then retire to Records Center for one
year's retention prior to destruction.

R CLANDESTINE SERVICES POLICY BOOK: o5 Permanent (Clandestine Services Record Mater-
Consists of a complete record of annotations ial). Destruction not authorized. :
of current major policy based upon national, esta- Assign CS file number. Retire inactive
blished objectives related to the Clandestine Ser— portions of the GS Policy Book to DDP | 25%
vices,
3 MEETINGS OF THE CAREER SERVICE BOARD: .8 Temporary (APH). Destroy after two years.
Minutes of the meetings of the Clandestine Cut-off at end of calendar year after
Services Career Board. bringing forward material still of current
These are copies of the minutes of the GSCB. value. Place in inactive file for one year,
then retire to Records Center for one year!s
. ; retention prior to destruction.
4 REGULATORY ISSUANCES: . 2.0 NSCID's and DCID's: Temporary (APH). If per-
Copies of NSCID!'s and DCID's, Agency and tinent to the CS mission, incorporate into
Clandestin? Services regulations. Filed by regu- either the CS Policy Book or into other rela-
latory series. ted files held by the CA Staff. Regulatory

Ispuances: Temporary (APH)., Destroy when re-
vised, superseded, or rescinded.

5 TOP SECRET CONTROL FILE: .1 Temporary (APH). Destruction not authorized
Consists of card file used to control Top at this time.
Secret documents in the Office of the Chief, CA
Staff,

o SEGRET »-.
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ITEM NO.| * FILES IPENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
e : e - 0
R REFERENCE MATERﬁ&%r:oved For Release 2005/11/21 9'15, RD%ZE, 0\0‘ 871@3%%%29-39?3%3 . Destroy when no longer
- < Consist of correspondence, reports, 0;’,(}3/ Sl ¢ <. _needed for reference purposes.
background papers, Jackson Committee materials)
books, published reports, and other related
papers used as reference.
7 CHRONOLOGICAL FILES: N3 Temporary (APH). Destroy after two years. .
Consist of copies of correspondence, memo- Cut-off at end of calendar year after -~
randa and reports originated in the Office of the bringing forth chrono copies needed for cur-”‘
Chief., 1 rent operations. Place in inactive file for,
one year; then retire to Records Center "for »:
one year'!s retention prior to destruction.
0
A\
<
~
N
Ry
b\
-4 \‘,
ﬁﬁiSEﬂfﬁE}T ™
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OFFICE., DIVISION, BRANCH et ~ ]
DDP - COVERT ACTION STAFF ” 1
| i CA e[S /7% 23
. ‘7 / " . T
lJOEM (TITLE, DESCRIPT’;!;I%,ESARL?%?PE;J;,AZ;V%NINCLUSIVE DATES ) (C‘l’]gk(l:JMl‘gT-) 6ISPOSITlON INSTRUCT IONS U
1 | NSC POLICY BOARD NOTES: .5 | Temporary (APH). Destroy when no longer:of
current value. v
are derived from the NSC Planning Board meetings.
2 NSC RECORD OF ACTIONS: 1.0 Temporary (APH). Destroy when no longer of
Copies of record of actions from 1954 to current value.,
current date. .
3 NSC POLICY PAPERS: 4.0 Temporary (APH). Destroy when no longer of
Finalized papers documenting NSC policy. current value.
Filed numerically by date. (Copies of NSC papers)
4 NSC MISCELLANEOUS REPORTS: . 2.0 Temporary (&PH). Destroy when no longer of
Consist of NSC Monthly Project Summaries, current value.
policy papers, and other related material.
AARET =
gw*;@[‘@]\iﬁ s
. P 2
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CONCURRENCE

i “OFFICE, DIVISION, BRANCH ) SIGNATUR 24
Q«wu—o (41 760
TITLE DATE [
1 DD/P/Covert Action Staff] | . g o8
LUME
lrIc)E M (TITLE, DESCRIPT';(I)II\;F SARIRBIEVPCJ;BEIJT[':,AEIIV?JNINCLUSIVE DATES) (c\{rgngFT.) DISPOSITION INSTRUCTIONS ;_,~
1 N |ADMINTSTRATIVE FILES: .1 Temporary (Auxiliary Paper Holdings;)
Consist of memorands aend correspondence used Destroy after two years. ..
1 in administering| | These files Cut-off at end of calJ‘ r year after
include such subjects as Meetings, Organization bringing forward material needed for current

' and Management and Reports. (1957 to current date operations; for example, policy and proce-
‘ dural material. Place in inactive file for

one year; retire to Records Center for one

year's retention prior to destruction.

2 CABLE LOG:

Consists of a fog record used to control .2 | Tewporary (APH).. Destroy in office area
cables which are hand-carried daily from the after 90 days.
1 Department of State by the Staffl |

3 PUBLIC AFFAIRS NOTES:

1 Consist of notes, prepared by the ;' 1.1 | Tewporary (APH). Destroy after one year.
1 |:reflecting significant developments iIn
current policy, thinking, and comments at the
daily informal weetings of the Public Affairs
Staff of the Department of State. Filed chrono-
. logically by date - 1957 through current date.
4 CHRONOLOGICAL FILES:
Consist of copies of memoranda and corres- .2 Temporary (APH). Destroy after two years.
1. pondence prepared by the] |of the Gut-off at end of calendar year; place in
Covert Action Staff. Filed chronologically by inactive file for one year; then retire
date - 1957 through current date. to Records Center for one year's retention

prior to destruction.

SECREN
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1TEM NO.| FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 +CIA-RD >78-00487A000400090001-0
£e. bt s .\nlu-.:,,“ Ao o
5 TRAINING OFFICER MATERIAL: .5 Temporary. (APH). Transfer entire file to
Contains IBM tab listing of PP Staff per- Chief| Jfor screening 25
sonnel, Office of Training catalogues of courses, and sppropriate action..
Training Bulletins, requests for training and :
lists of courses completed by CA Staff personnel.
1 6
a. Administrative housekeeping and liaison 1.5 Temporary (APH). Destroy after two; years.
clearances. 1953 through current date. Cut-off at end of calendar year; place in
: inactive file for one year, then retire to
Records Conter.
1 .1 Temporary (APH). Destroy when clearances
have been cancelled.
c¢. Correspondence which is ‘the only Agency 1.0 Permonent. (Clandestine Services Record
record of procedures, agreements, policies Matorial.) Destruction not authorized.
and decislons relative to mutwal support. Assign CS file number. Retire to
DDPthen no longer needed . 215
8L oo
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Approved For Release 2005/11/21 : CIA-H

I TEI
No. (TITLE, DESCRIPTION. ARRANGEMENT, AND INCLUSIVE DATES ) (c\zllg't_gMigr. ) DISPOSITION INSTRUCT IONS
CABLE FILES:
a. Regular Cables:
Consist of copies of incoming and out- 32,0 Tewporary. (Auxiliary Paper Holdings). .
going CIA cables and teletype disseminations. Destroy after three wonths. =
b. Sensitive Cables: ”»
Consist of coples of CIA cables, in- 8.0 Tewporary (APH). Destroy after three wonths.
coming and outgoing, bearing sensitivity e
indicators.
S
2.6 Tewporary (APH). With the exception of sensi-
tive code designations, destroy when no
longer needed.
2.6 Temporary (APH). With the exception of sensi-

SEGRET

DP78-004B7A000400090001-0

tive identifies, destroy when no longer
needed.
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T CONCURRENCE
OFFICE, DIVISION, BRANCH 2\
DD/P/COVERT ACTION STAFF/] e v e L. 2
Sococts ranasermend Gfeen 1Y Yoot 1760
174" &
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 RECORDS MANAGEMENT OFFICER WORKING FILES: )

Consist of copies of record surveys, com- R Temporary (Auxiliary Paper Holdings).
pleted records retirement reqlfests s vital mater- Screen periodically and destroy when
ials deposit schedules, Pngggff Record surveys, obsoleted, revised, rescinded: or no long_er
and Records Management Off{gr's chronological needed. =
file consisting of extra copfes of memoranda and <
correspondence. 1959 to current date. ::“;

2 | VITAL MATERIALS FILE: =

Consists of 3" x 5" cardes reflecting the 1 Temporary. (APH). Destroy as necessary in
PP Staff deposits in the Vital Materials Reposi- order to reflect the current status of
tory. PP Staff deposits in VMR.

3 DOCUMENT CONTROL CARD FILE: -

Consists of copies of Form 238 used for the 1.7 | Temporary (APH). Destroy after two years.
routing and eontrolling of incoming and outgoing
correspondence.

4 TOP SECRET CONTROL CARD FILE - Form 1169a: 5 Temporary (APH). Destruction not authorized

Consists of copies of Top Secret control at this time.
cards (tab size) used for routing and controlling
incoming and outgoing Top Secret documents.

5 TOP SECRET CONTROL CARDS:

Consists of 3" x 5" cards used for the 2.7 Tewporary (APH). Destruction not authorized
routing and controlling of both incoming and at this tiwe.
outgoing Top Secret documents.

6 DEPARTMENT OF STATE SENSITIVE CABIES FILE:

Consists of 3" x 5" cards reflecting the .4 | Temporary (APH). Retain until all cables
routing, dissemination and disposition of recorded on card have been destroyed; then
Department of State cables. forward the card to 25

SECRET
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ITEM NO.| : FILES IDENTIFICATION & Wl’ﬂ'ﬂf DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- 87A000400090001-0
- < OFFICE OF THE CHIEF, CA STAFF, SUBJECT FILES: .1 Permanent. (Clandestine Services Record
. Consist of case files of correspondence and Material). Destruction not authorized. )
wemoranda in which the Chief of the CA Staff Assign CS file numbers. WHen file is
bears the final responsibility (two or wore of no long interest to the CA Staff, retire
the CA Staff Divisions have participatéd) as to DDPﬁ 25
distinct from those matters in which only one ‘ K
Division is concerned. 1958 to current date. -
8 OFFICE OF THE CHIEF, CA STAFF, MSCELLANEOUS
FILES (AWAITING RETIREMENT): o
* Consist of coples of correspondence, memor- 3.7 Permsnent. (Clandestine Services Record:>
anda, reference materials, chronological files, Material). Destruction not authorized. %7
. and OPC materials awaiting retirement. 1948 to et
current date. o
. o
1 9 y
-/ a. Administrative housekeeping and liaison .2 Temporary (APH). Destroy after two years.
o clearances. 1953 through current date. Cut-off at end of calendar year; place..
e, in inactive file for one year; then retire
to Records Center.
b. Correspondence which is the only Agency recond 1.0 Permanent. (Clandestine Services Record
’ of procedures, agreements, policies and Material.) Destruction not authorized.
. decisions relative to mutual support. Assign CS file numwber. Retire to
N DDPI:lwhen no longer needed. 2p
Approved For Release 2005/11/21 :CIA-EDP78-00 87A000400090001-0 oo &
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SCHEDULE NO. o ’[ -
REO@RSVEBNTRORSEAERIRA05/11/21 : CIA-RDPT8-00487A0004000900010°7 2- ~& //
SRR ~__ CONCURRENCE
OFFICE, DIVISION, BRANCH N SIGNATURE 2
DDP - COVERT ACTION STAFF
| TITLE Y4 25
/3 15 Juy 198
IJOEM (TITLE, DESCRIPTEO'I';,EsAR‘RaEV"éEIL:EI’;T?,AEIIVgNINCLUSIVE DATES) (C\(//gI;lCJMIET‘) DISPOSITION lNSTRUCT‘I‘ONS
1 | \DMINISTRATIVE FILE: 2.2 Temporary (Auxiliary Paper Holdings).. Des-
onsists of correspondence and memorandas troy after two years. -
uged in the aduinistration &f the Cut—off at end of calendar year aﬁaer
These files include Tearances, bringing forward that material needed for
Organization and Management, Policy Papers, Activid current operations; for example ».policy and
ts, Cable Requirements, and procedural material. Place in inactivesfile
iles. for one year, then retire to Records Cexter
for one year's retention prior to destruction
2 | TOP SECRET DOCUMENT CONTROL FILES: .1 Temporary (APH). Destruction hot authorized
Consists of 3-3/4" x 7-3/8# IBM tab cards at this time.
(Form 1169a) used to control the routing of Top
Secret documents within |
3 CHRONCLOGICAL FILES: 2 Temporary (APH). Destroy after two years.
Consists of copies of memoranda initiated Cut~off at end of calendar year; place
by the Chief of the] | in inactive file for one year, then retire
to Records Center for one year's retention
prior to destruction.
/5‘5"
% 2
')‘\
9
\"\
| enpreT
« . e -
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= : SCHEDULE NO 7S F
REDQRID\EANFROIRSICHERURE05/11/21 :C|A-RDP78-00487Aooo400090001',7o = 7y ..//// ‘

. AOANMANDDENCE

OFFICE, DIVISION, BRANCH S1GNATURE Zpb

DDP - COVERT ACTION STAFF

R ' Tl 5 it

Bl

7

1 TEI .
o (TITLE, DESCRIPTION. S AREAN SENENT, AND INCLUSIVE DATES ) (C‘{,‘,’,%’MIET. ) DISPOSITION INSTRUCTIO
1 TECHNICAL REQUIREMENTS OFFICER FILES: 1.9 Temporary (Auxiliary Paper Holdlngs) Des-
Correspondence and memorands used in moni- troy after two years.
toring the Research and Development program and Cut-off at end of calendar year after

bringing forward policy, procedural and’ other
material needed for current operat:.ons.m

Place in inactive file for one year, thpn re-
. ) tire to Records Center for one yearls reten—
1 ) tion prior to destruction. N

and other related matters. ., .

. 2 RESEARCH AND DEVELOPMENT FILES: 2.6 Temporary (APH). Screen periodically and
Research and Development Directives and destroy when no longer needed.
Annual Progress Reports. These files also con- :
. tain copies of annual reports reflecting the

accomplishments and the problems encountered in
research and development activities during pre-
vious years.

1 3 |_ |HEI'ERENGE FILE: 2.8 Temporary (APH). Screen periodically and
ecnnical reierence material used in pro- destroy when no longer needed.

’ viding Operating Divisions and other Agency ele-
ments with background information and staff ex-
perience for planning and supporting specific

1 | |
operations.
4 BOARDS, COMMITTEES AND PANELS FILE: .8 Temporary (APH). When no longer of current
a. DDP Technical Requirements Board: Agenda, value, transfer to the Executive Secretary
minutes of meetings, actions, and other memo- of the Technical Requirements Board for
randa and correspondence. screening.
ZA000400090001-0 [aqe [0
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ITEM NO. FILES IDENTIFICATION .- .| < VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21- CIA-RDP78-00487A00040009000T-0
b. OCB Atomic Energy Committee: Agenda, min- A Temporary (APH). Screen periodically and
utes of meetings, actions, and other re- destroy when revised, obsoleted, or no
lated documents. longer needed.
¢. Peculiar Items Panel: Agenda, minutes of .1 Temporary (APH). Screen periodically and
meetings, actions, and other related docu- destroy when revised, obsoleted, or no
ments longer needed. '
PR
5 WAR PLANS: 1.3 Temporary (APH). Screen periodicadly and
Consists of correspondence relating to and destroy when revised, obsoleted, o ne
copies of war plans which will be implemented at longer needed. ? '
time of hostilities. e
{“.
" 6 PROJECT FILES: 2.3 Permanent (Clandestine Services Red&drd. .
Consist of case files documenting the stock- Material). Destruction not authorized.;.
piling of weapons and materiel for use in hot and Assign CS file number. on officdial
cold war contingency operations. : termination, retire to DDP/ifl 2]
1 . 7 7.5 Temporary (APH). Screen periodically and
S destroy when revised, obsoleted, or no long-
J er needed.
v 9
1
Q
S N
al| 8 CONTINGENCY FORCE FILES: 9 Tewporary (APH). Destroy when no longer of
a. 5" x 8 card file (McBee Kee Sort - Form value to the Covert Action Staff.
- 14820~b) for all members of the Contingency Place in inactive file when individual
Force (Agency and non-Agency). This card is unavailable and hold in local working
. contains brief descriptions of selected in- area.
dividuals! backgrounds, training, and other
pertinent data. Filed alphabetically.
b. Working Files: Consist of processing files 2.0 Temporary (APH). Screen periodically and
for persons being considered for acceptance destroy when no longer needed.
on the Contingency Force, and also includes
papers used in various processing stages.
Approved Ear Release 200 -CIA-ROP74:d0487 A000400090001-0 fage 11
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DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-H

DOCTRINE AND REVIEW FILES

These files consist of waterials used in
the preparation of supplemental Doctrine Papers |
relating to Paramilitary activites and records
of action taken, or comments offered, on drafts
of Related Mission Directives, National Intelli-
gence Esfimates, Operations Coordination Board
Papers, etec.

DP78-00ﬂ87A000400090001-0

Demporary (APH). Déstroy upon receipt of
more current listing.

. B
Temporary (APH). Screen periodically &nd
destroy when revised, obsoleted, or no.
longer needed. ;

“
)
+d
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RECONIA QUAFTR ST Release 2005/11/21 :c@g@pfgp-oq487Auooo400090001-o7i “/ﬂ
! " CONCURRENCE
OFFICE, DIVISION, BRANCH * SIGNATURE 4
DDP/CA/| |
T [t
19 Qeimae &
No. (TITLE, DESCRIPTION. ARRANGENENT. AND INCLUSIVE DATES) (cusrc Fr.) DISPOSITION INSTRUCTIONS S
1 ADMINISTRATIVE FILES: .6 | Temporary (Auxiliary Paper Holdings). f.ﬁJeS-" '
onsist of memoranda, Operations Manual, troy after two years. oo
PP Staff Notices, Contacts ,|_P:|01earances s Cut~off at end of calendar year after -
inventory of|:|equipment owned by CIA, bringing forward material needed for current
con‘bir.lgency planning, and other related papers operations; for example, poligy and procedural
used in the administration of thelﬁl material., Place in inactive file for one
year; retire to Records Center for one year's
retention prior to destruction.
2 REFERENCE MATERTALS:
5.3 Temporary (APH). Screen periodically and
destroy when no longer needed.
2.0 Temporary (APH). Screen periodically and
destroy when no longer needed.
7 Temporary (APH). Screen periodically and
destroy when no longer needed.
1.2 | Temporary (APH). Screen periodically and
destroy when no longer needed.
1.0 Temporary (APH). Screen periodically and
destroy when no longer needed.
1.3 Temporary (APH). Screen periodically and
destroy when no longer needed.
Approved For Release 2005/11/21 CI@R@#@O 487A000400090001-0 /9‘7“'7(/ /3
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- ]iTem no) QeI
- - AFp'éfivé‘&E””““ s e 4-detA-RDEY8Y04$7A00040009000 2P 05 I TION_INSTRUCT TONS
~ 14 CRYPTIC REFERENCE FILES: (Convenience) , Ll Temporary (APH). Destroy when no longer
g Consists of 3" x 5% card files used as needed.
cross-reference to true names of individusls R ‘
organizations and agencies.,
5 CHRONOLOGICAL FILES:

Consist of copies of memoranda and reports o4 Temporary (APH). Destroy after two years.
originated by the] |end its pre- Cut-off at end of calendar year;iafter
decessors. 1953 to current date. ‘ bringing forward material needed for: current

| operations. Place in inactive file: :E‘or ;cme
year; retire to Records Center for oﬁe year's
retention prior to destruction. :
BN
QUi |
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=

GFFICE, DIVISION, BRANCH SIGNATUR]

DDP - COVERT ACTION STAFF

1 | | TITLE DATE[/I:W/?{;O

ITEM FILES IDENTIFICATION VOLUME STRUCT 1 ON
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRU
1 | TRAINING MATERIAL FILES: 1.5 o

Consist of studies, reports, publications, : .
and other related materials used in: :

“3
a. The development and implementation of Temporary (Auxiliary Paper Holdings). Screen
. training and refresher programs aimed periodically and destroy when reviged, ObSO— '
at the maintenance and expansion of leted, or no longer needed. {';‘ R
skills and physical capabilities re- SO :
quired by Agency employees for contin- o -

gency operations; and the capability for
providing training in the use of equip-

ment.
1 ¢ . b. Temporary (APH). Screen periodically and
destroy when revised, obsoleted, or no
. longer needed.
2 PERSONALITY FILES: .9 Permanent (Clandestine Services Records
Consist of dossiers on individuals possessing Material). Destruction not authorized.
the specialized qualifications of interest to the [ | When no longer of 2§
1 | | interest to | retire to DDP/I | 28
3 DOCTRINE FILES: 3.6 Temporary (APH). Screen periodically and
Consist of correspondence, memoranda, publica- destroy when no longer needed.
tions, and reports used in formulating guidance in NOTE: The official record and permanent
1 providing | |support for the (Clandestine Services Record d
Operating Divisions. Material) of published PP Doctrine |

Approved For Release 2005/11/21 - CIA-RRAP7
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JiTEM No. FILES IDENTIFICATION " ¥ “VOLUME DISPOSITION INSTRUCT IONS

\ ! 2005117217 éiA; DP78-00487A000400090001-0
4 | REFERENCE MATERIﬁEggoved For Release 445 " Temporary (APH). Screen periodically and

Consist of raw and finished reports and pub- destroy when no longer needed for reference
lications used as reference in supporting para- purposes.
military activities.

.
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SCHEDULE NO.

7220

CONCURDENCE

OFFICE,

DIVISION,

DD/P/Covert Action Staff

BRANCH

2

S1GNATURE

TITLE jz 7

fj%w ot

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT LONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) . )
1 DMINISTRATIVE FILES: . -
Opies of correspondence and memoranda orig- 1.7 Temporary. (Auxiliary Paper Holiings).
inating in and received by This series of Destroy after two years.

files include personnel, organization and manage- Cut-off at end of calendar year after

wment, security, reports, records, procedural aids bringing forward material needed for*Currgnt

and other waterials used in the adwinistration operations; for example, policy and procedural
of the Arranged by sub- material. Place in inactive file for oné *-,

Jjeect. C curren €, year; retire to Records Center for one year [

retention prior to destruction. =
2 FIELD DISPATCHES: )
Dispatches originating in and received by .3 Temporary (Auxiliary Paper Hbldings).
ertaining to Arranged chronologically. Destroy after one year.
to current date.
3 REFERENCE MATERIAL:

Materials utilized in preparing[ZZZ]reports*

a. General: 26.7 | Tewporary (Auxiliary Paper Holdings).
Various types of reference materials such as Screen periodically and destroy when revised,
geographical studies, basic intelligence, obsoleted or ho longer needed.
information reports, NIS, Order of
Battle and other similar studies. Arranged
by subject.

1.7 Tewporary (Auxiliary Paper Holdings).
Screen periodically and destroy when revised,
obsoleted or no longer needed.
6.0 Temporary (A uxiliary Paper Holdings).
Sereen periodically and destroy when revised,
obsoleted or no longer needed.
P
SECRET
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ITEM NO. FILES IDENTIFICATION ) VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- ;DP78-004F7A000400090001-0

REFERENCE MATERIAL (cont'd):

d. Forced Labor:

(1) A collection of finished and raw mat- 3.9 Temporary (APH). Screen periodically and
erials pin-pointing and describing destroy when revised, obsoleted, or no longer
prisoner-of-war camps in the USSR and needed. -
its satellites. Arranged by country. - .

(2) Posted Information (5" x 8" cards) on A1 Temporary (APH). Screen periégicalky and"
forced labor camps throughout the destroy when revised, obsoletedé or mo longer
world which are used as a ready ref- needed. %g o
erence file. Arranged by country. ) ‘.

(3) Air Force Academy étudies on forced 1.5 Temporary (APH). Screen periodically and
labor camps. Arranged by country. destroy when revised, obsoleted, or no longer

needed.

e. Maps: 19.0 Tempérary (APH). Screen periodically and
Maps reflecting current operational intelli-~ destroy when revised, obsoleted, or no longer
gence. Arranged by country and region with- needed.
in,

4 3 Temporary (APH). Screen periodically and
destroy when revised, obsoleted, or no longer
needed.

5 [ JerupIEs:

a. Finished, bound intelligence studies 3.8 Permanent (Clandestine Services Record Mater-
in support of special operations which ial). Destruction not authorized.
have been compiled from overt and co- Assign CS file number; retire inactive
vert sources. These studies are dis- portions to DDP when revised or obsoleted2p
seminated both internally and exter-
nally. Arranged by country. (4ppro-
ximately 6 extra copies of each study
are stocked for potential dissemina-
tiogy

AT v
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Consists of photographs obtained from Agency
and military services sources. The material in
this file is utilized in fulfilling current op-.
erational requirements.
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Approved For Release 2005/11/21 ~CIA; lit’rws—"o’o‘asjﬁqoo4oooeooo1-o
[ |srpIEs (contta):
b,  Multiliths of disseminated studies. 1.3 Temporary (APH). Destroy two years from date
Arranged by country. 1957 to current date. of initial publication.
6 COUNTRY HANDBOOK: 2 Temporary (APH). Screen periodically and
Consists of loose-leaf binders containing destroy when revised, rescinded or obsoleted.
current intelligence information on WH Operating
Division countries. These are prepared in =
accordance with WH standing requirements. They =
are disseminated to WH Division. 0 py is -
retained by thel i "
7 OPERATIONAL PHOTOGRAPHIC FILE: 3.5 ‘Temporary (APH). Screen periodically smd

destroy when revised, superseded, or no
longer needed.

pdqc )
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- SCHEDULE NO Z ,,K%/
RE QR \GOUN FRIURSIRBERULE05/11/21 CIA-RDP78-00487A000400090001-0 S

T ONCURRENCE”

OF;'ICE. DIVISION, BRANCH S1GNATUR 2
- DDP - COVERT ACTION STAFF
1 . TITLE s
ca | N/M co 2%
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUIZTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 PROJECT ADMINISTRATIVE FILES: 4.0 Temporary (Auxiliary Paper Holdings). . Destroy |
Consist of correspondence and memoranda used after two years. T
1 in the administration o It includes Cut-off at end of calendar year a‘i‘ter
such subjects as Budget and Fiscal, Personnel, bringing forward material needed for currgnt
.. . Training, Records, and Reports. operations; for example, policy and procedural
Filed by subject. 1956 to current date. material., Place in inactive file for one year;
then retire to Records Center for one yeaz:ls
retention prior to destruction. o
2 PROJECT FILES: 72.6 Permanent (Clandestine Services Record Ma.ter—2)
a., Case Files: ial). Destruction not authorized.
. . Consist of case files reflecting proposed or Assign CS file number. Retire to DDP/|r2_|
existing clandestine actions or relationships. when no longer of interest to [
1951 to current date. 2%
d b. Cross Indices to Case Files: 1.1 Permanent (CSRM). Destruction not authorized.
3" x 5" cards keyed to case files. . Assign CS file number. Retire to DDP,
B 1951 to current date. when corresponding case file is retired. PY.
3 ' |LOG BOOKS: : ’ .6 Permanent (CSRM). Destruction not authorized.
Consist of varying sizes of log books used to Assign CS file number. Retire to DDPI:]
<. document project. Filed chronologically. 1951 to when no longer needed.
current date.
4 REFERENCE MATERIALS: 12.0 Temporary (APH). Screen periodically and des-
Consist of various studies and publications troy when no longer needed.
1 used in implementing

Filed by subject of interest.
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o ] SCHEDULE NO 7Z Q__W
RECORHNH CORFRILRSIINERIRE05/11/21 : CIA-RDP78-00487A000400090001-0
OFFICE, DIVISION, BRANCH ] =
DDP - COVERT ACTION STAFF
1 DATE é& 25
” l/
ITEM FILES IDENTIFICATION VOLUME / DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 1 | L\ DIINISTRATIVE FILE: 2.1 Temporary (Auxilisry Paper Holdings). Des-
onsists of correspondence, memoranda and troy after two years.
policy papors used in the administration of the Cut-off at end of ca.lendgr year after
1 d includes such subjects as Personnel, bringing forward material nesd*ed for current
raining, Organizution and Management, Budget, operations; for example, polmy and procaﬁu—
. Intelligence Collcction Programs, PP Operational ral material. Place in inactive file for one
Handbook und Debricfing Guides. year; retire to Records Center;for one year's
retention prior to destructlon. .
2 WORKIlanFiLi'S: £ . £ RD worki terial 2.0 Temporary (APH). Screen periodically and
onsists oi copies © WOrLing materials, destroy when no longer of current value.
reference papers, planning papers, operational
programs, research. This material used as rofer-
ence.
3 TOP SECRET CONTROL CARDS: d Temporary (APH). Destruction not authorized
Consists of 3" x 5" cards reflecting the at this time.
locations of all Top Secret Documents still within
1 the|
A REGULATORY ISSUANCES: 2.0 Temporary (APH). Destroy when revised, super-
. Consist of copies of Agency and Clandestine seded, or rescinded.
Sorvices regulatory issuances for headquarters and :
field.
Annrove_d_EgLBg]gas_e_ZQ_O_ﬂiﬂZj__ClAﬂDP78 00487 2000400090001.0 /296 2R
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LY
OFFICE, ‘DIVISION, BRANCH SIGNATUR ' =5
DDP - COVERT ACTION STAFF
TITLE DRTE
1 -
Ih}'g ) (TITLE, DESCRIPT;(;IIV-,E S ARRANGEMENT, WD INCLUSIVE DATES ) (c\zljglngxgr. ) DISPOSITION. INSTRUCTIONS
1 | PACT OFFICER FILES:
a. Southeast Asla Treaty Organization: 2.0 Permanent (Clandestine Sex'vice,g Record Mater-
Consists of reports of SEATO meetings, ial). . Destruction not authorized.
‘ cables, and external correspondence relating Assign CS file number. R&ire insctive
to SEATO. portions to DDP,I:lwhen no lopger needed in 2§
Branch. ] %
b.  Central Treaty Organization (Formerly Bagh- 2.8 Permanent (CSRM). Destruction not authorized. |
dad Pact): Assign CS file number. Retire inactive
Consists of reports, cables, external portions to DDP{__ |when no longer needed in 28
correspondence regarding CENTO operations. Branch. R
¢. Other International Organizations: .5 Temporary (Auxiliary Paper Holdings).
) Consists of memoranda and correspondencd, Screen periodically and destroy when no
- notices of meetings, etc. longer needed.
1 2 24
7 Permanent (CSRM). Destruction not authorized.
‘ : Assign CS file number; retire to DDPD
- when no longer needed in Branch.
2.0 Temporary (APH). Screen periodically and des-
troy when no longer needed.
3" | TRAINING DOCTRINE AND POLICY FILE: 2.0 Temporary (APH).
1 ngns:Lsti.of m@ﬁgri&l on subject matters and Screen periodically. Destroy after two
czcsia ?‘?‘ po %qy.ant_proc.edural papers needed for years. Bring forward into current year's files
participation in CA:training. material such as policy and procedures needed
enf] ?‘C“ for current operations.
Tlkyit S
Anpraov B7A000400090001-0 /"I -« 3
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DISPOSITION [INSTRUCT IONS

Consist of copies of briefings that have
been given to the Joint Chiefs of Staff and to
the National Security Council, to the President's
Board of Censultants, and other special briefings.
The briefings are based on material received from
the DDP Operating Divisions and coordinated by
this Branch (the final briefing is filed and
retaineéL

Also included in this file is material on ad
hoc briefings.

1954 to current date.

CHRONOLOGICAL FILE:
Consists of extra copies of correspondence,
reports, and memoranda originated in the

PP NOTES:

Compilations of signigicant PP developments
in the Operating Divisions which are forwarded
on a weekly basis to the DCI, the Opzrating Divi-
sions, and other interested components. Approxi-
mately three copies of each issuance are maintained
for potential dissemination,

This file also includes background papers from
which the PP Notes were developed.

St
Approved For Release 2005/11/21 : CIA-M%’-]M{WAOOOMOOQOOM-0

3.6

ITEM NO. FILES IDENTIFICATION VOLUME
Approved For Release 2005/11/21 : CIA-@?? ?E)% 87A000400090001-0 - ok
p
4 | BRIEFINGS: Permanent (CSRM). Destruction not authorized.

Assign CS file number, retire to DDP
when no longer needed in Branch.

Temporary (Auxiliary Paper Holdings). Destroy
after two years.

Cut-off at end of calendar year; pluce
in inactive file for one year (after bringing
forward policy, procedure and other papers
needed for current reference). Retirs to
Records Center for onec year's retention, prior

to destruction.

Temporary (APH). Destroy after four years.
Cut off at end of the calendar year.
Place in inactive file in office area for one
year; retire to Records Center for two year's

retention prior to destruction.
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: REG}5OD N FROIRSIeHERULE05/11/21 k cﬁfnggﬂs-oo 87A000400090001-0 7:\”
05F§-CE. DIVISION, BRANCH - S1GNATURH Z
DDP/CA, e rRTE |
1 | A/ | = a2yl 15425
oo (TITLE, DESCRIPTION. ARRANGEMENT. AND INCLUSIVE DATES) (cowie FT.) DISPOSITION INSTRUCTIONS
1 |RELATED MISSION DIRECTIVES FILES: ’ o
a. Related Mission Directives: e
Consist of one copy of the Related Mission 2.5 Temporary. (Auxiliary Paper Holdings).
Directive for eabkh field station in the Destroy vhen revised or supersedgd.
world. These supplement the Country Plans ;;',f
and give specific instructions for defining
operational responsibilities and assigning
priorities for the ensuing year. RMD's <
reviewed annually for currency.
b. Related Mission Directives Working File; o
Material used in the preparation of the 4.0 Temporary (APH). Destroy when revised,
final Related Mission Directives. These files superseded or no longer needed for
include RMD draft materials, and, OCI Country preparation of RMD's.
Handbooks, OCB Operations Plans, OCB Progress
Reports and CA Staff Divisional comment on
RMD's.
2 | REFERENCE MATERIALS:
Consist of published materials (NIE, etc.) 3.3 Temporary (APH). Secreen periodically and
used as reference background. destroy when no longer needed.
3 | GENERAL PLANNING FILE
Consist of memoranda mnd correspondence used 1h. Pemporary (APH). Destroy after two (2)
in general planning. These include certain years. Cut off at end of fiscal year;
aspects of Personnel, Budget, Operational Planning place in inactive file for one year;
and background on the more important CA projects then destroy.
of operating divisions.
Filed by operating division and project
within. ~ N
‘ SECREF.
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OPERATTONAL PROGRAMS

Contains description of the scope and . Temporary (APH). Transfer. to DDP/TSCO
direction of the divisions' clandestine operatio for destruction upon receipt of current
for the fiscal year; brief description of opera- operational program-
tions, budgetary and personnel information. This ’
file contains one copy of each of the fouwparts
of the eight operational programs and serves as
a repository for operatioﬂg Programs which are
revised annually on a fiscal year basis.

CAS COMMENTS ON AREA DIVISION PROGRAMS

Contains final staff position and supporting .5 | Tewporary (APH). Destroy when four (%)
data in regard to Operational Programs. years old.

PROJECT SUMMARY DATA SHEETS

Consists of copies of project summary data . Temporary (APH). Destroy individual
sheets prepared for each project. These in- summary sheets when no longer needed.
dividual summary sheets are filed in a folder
identified with the responsible operating
division. .
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SCHEDULE NO. Va y, : .
REAQRIS RONFRORSRAERULE05/11/21 :mpSE@%@]bo#ﬂ S|

4 5)
OFFICE. DIVISION, BRANCH St
DDP/Covert Action Starf TITLE DATE =y 44/%& é@
7 7 $ ;
ITE FILES IDENTIFICATIO VOLUME )
NO.M (TITLE, DESCRIPTION, AR;?ANgElllENT, AIIVDNINCLUSIVE DATES ) (CUBIC FT.) DISPOSITION INSTRUCTIONS
1 v |[ |ovrwisTATIVE FIIES .
Consist of correspondence, wemoranda of 1.3 Temporary (Auxiliary Paper Hold‘ings). BRI
discussions, weekly activity reports and other Destroy after two years. :
correspondence used in administering the Cut-off at end of calendar year after 2b
" : i bringing forward material needed for current
operations, for example, policy and proce-
dural material. Place in inactive file for
one year; retire to Records Center for one
year's retention prior to destruction.
2 REFERENCE MATERIALS
Consists of cables, dispatches, correspondenge, 55.1 | Temporary (Auxiliary Paper Holdings).
memoranda and published materials used in support Screen periodically and destroy when no
1 of | | These files longer needed.
incTude such publications as Rand Reports, 2%

Public Opinion Barometer, National Intelligence
Estimates, NSC Policy Directives, Who's Who, etc.

3 PROJECTS

‘ Consists of case files on existing or propose¢d 5. Permanent (Clandestine Service Record
projects for support of Covert Activities. Material).

Destruction not authorized.

Assign CS file numbers. Upon official
termination of a project, retire to DDPD 25

£ap= an
SeOaET ,
(erge 27
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION . INSTRUCT | ONS
Approved For Release 2005/11/27 -RDP78-00487A000400090001-0
L CHRONOLOGICAL FILE
Consists of copies of correspondence | 1 .1 Temporary (Auxiliary Paper Holdings). 25
1 | Destroy after two years.
Cut off at end of calendar year, place
in inactive file for one year; then retire
to Records 'Center for one year retetrition
prior to destruction. ‘g
5 PERSONALITY FILES 1 ' - "
Consist of dossiers on individuals possessing 1.2 Permanent (Clandestine Services Records Mbteri
specialized qualifications of interest to the Destruction not authorized.
Install 201 system. When no»longer of
interest to the Branch, retire to DDPI:' 21
"6 | REGULATIONS ‘ -
Consist of selected copies of Agency and .3 Tewporary. (Auxiiiary Paper Holdings).
Clandestine Services Regulations and Notices. Destroy when revised, superseded, or no
longer needed.
1 7
.1 Temporary (Auxiliary Paper Holdings).
Destroy when no longer needed.
8 PERSONNEL CARDS (Convenience)
l Consist of 3" x 5" cards used to identify A Temporary (Auxiliary Paper Holdings).
and control project personnel. ' These cards Screen periodically and destroy when no
indicate project name, individual concerned, date longer needed.
of CS request, approval of request and other per-
tinent data.

Approved For Release 2005/11/21 : m TS-OOJS7A000400090001-0 /:?Mg, 25
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SCHEDULE NO. Z‘ _é’

LOMAIDOCMOE

OFfJCE. DIVISION, BRANCH SIGNATURE £
DDP/CA | | 7, 2
Go
OLUME o
ll:erEM (TITLE, DESCRIPT’;(:I%,ESARIRZIEV'(“}ED:;I\;?.AE}V%NINCLUSIVE DATES) (C\(/IBIgMFT.) DISPOSITION INSTRUCTIONS »
1 [ |ADMINISTRATIVE FIIE: .8 Temporary (Auxiliary Paper Holdings). Dé‘étroy
Consists of correspondence, memoranda, and after two years. ’
policy papers used in the administration of the Cut-off at end of calendar year after
This file also includes organization bringing forward material needed for current
and management material as well as training materigl. operations; for example, policy and procedural
material. Place in inactive file for fne . -.
year; retire to Records Center for onefyear's
retention prior to destruction. :
2 | REFERENCE FILE: 12.6 Temporary (APH). Screen periodically and
Consists of current information extracted destroy when revised, obsoleted, or no longer
from OCI, OCB, NIE, and other intelligence publica needed.
tions as well as unclassified publications needed for
background material.
3 CURRENT WORKING PAPERS FILE: 1.3 Temporary (APH). Screen periodically and
Consists of cables, dispatches and memo- ) destroy when no longer needed.
randa received by concerning political actions|
4 PROJECTS ¢ .3 Permanent (Clandestine Services Record 28
, Consist of case files of existing or pro- ‘material). Destruction not authorized. b
posed covert political operations in target states. " Assign CS file numbers. Upon official
. termination of a project, retire to DDPA::].
g
5 | PERSONALITY FILES: .6 Permanent (CSRM). Destruction not a.uthorizeg."
Consist of dossiers on individuals possessing Install 201 system. When no longer of
. the specialized qualifications of value to the interest to the Division, retire to DDP
6 REGULATIONS ¢ .3 Temporary (APH). Destroy when rescinded or
Consist of selected copies of Agency and revised.
Clandestine Services Regulations and Notices.
) Ls 1o BG
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P

7

- . <

.2 Temporary (APH). Screen period?gcally and
retain until revised, obsoleted,. or no
longer needed. -

Qb Temporary (APH). Screen perioditally and
retain until revised, obsoleted or no
longer needed » s

.3 Permanent (Clandestine Services Record.
Material).

Assign CS File Number. Retire rescindedl

' or revised portions to DDP,I:l y

8 | CRYPTIC REFERENCE FIIES (Convenience) 1 Temporary (APH). Destroy when no longer
Consist of keyed lists giving cryptic names needed.
and corresponding true identities.
o 9 CHRONOLOGICAL FIIE .5 Temporary (APH). Destroy when two years old.
o o .COpies of correspondence originating in the Cut-off at end of calendar year; hold
X , Division. in inactive file for one year; then retire
L : to Records Center for one year's retention
B , prior to destruction.
Q.

2AOEMAAIAd « CLA DRDR72 0 487.A.000400090001-0 Y271 30
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SCHEDULE NO.

TL BN

REGQRDD VG FROLRSIHERULE05/11/21 :cmm 0487 0004066966040 5
OFFICE, DIVISION, BRANCH SIGNATURE
iDDP - COVERT ACTION STAFF perp
ONS
'NTg.M (TITLE, DESCRIPT;;I%.ESAR:?%T;EEIJT(‘:,AEIIV%NINCLUSIVE DATES) (c\llglngng-) DISPOSITION INSTRUCTION®
1 MINISTRATIVE FILE: 2.0 Temporary (Auxiliary Paper Holdings). Destroy
Consists of copies of correspondence and after two years.
memoranda used in the administration of the Cut—-off at end of .caléndar year after 2b
| |including subjects such as Budget, bringing forward material needed for current
~ |Committees, Meetings, Operational Programs, Organi- operations; for example, policy and p{écedural
zation and Management, Personnel, Records, Secur- material. Place in inactive file for .gne
ity and Specches. year; retire to Records Center for one year!'s
- Filed by subject. 1956 to current date. retention prior to destruction.
2  |[PERSONNEL FILE: .8 Temporary (APH). Transfer to Chief of Sup-
Consists of personnel file persons port Division for screening against the Staff
assigned to thel Iand include Personnel files. :
training evaluations, fitness reports, promotion
papers and other personnel-type records. These
duplicate personnel files maintained by the Sup-
port Division of the CA Staff.
Filed alphabetically by name. 1956 to cur-
rent date.
3 REFERENCE FILES: 1.2 Temporary (APH). Screen periodically and
Consist of information reports, cables, dis- destroy when no longer needed.
patches, bibliographies, intelligence publications,
FBIS reports, ICA reports, finished intelligence,
and other material used for reference purposes.
4 DCB SPECIAL COMMITTEE PAPERS: 3 Temporary (APH). Screen periodically and
Consist of agenda, minutes of meetings, and destroy when no longer nesded.
porrespondence related to activities of the Special
Dommittee on Soviet and Related Problems.
Files chronologlcally by date of Committee
fleeting.
X Faye ]
ADDFOVM&M%_&“M‘ Z7A000400080004-0
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CURRENT WORKING FILES: Temporary (APH). Screen periodically and

Consist of correspondence, memoranda,[;;:] destroy when no longer of current value.
|notes on talks with ambas-
sadors, | information reports
finished TATeITigence (both CIA and extornal e
sources) of current interest to the Chief of the o
Propaganda Division. e
Filed by subject. 1956 to current date. e

g

Temporary (APH). Screen periodic&ily and
destroy when no longer of current value.
NOTE: The Permanent (CSRM) official file
copy is held by litem 6%of
Guidance schedule.

CLANDESTINE SERVICES POLICY BOOK: Temporary (APH). Destroy individual portions
A summary and interpretation of establishod when revised or obsoleted.

major policy for Clandestine Services current NOTE: The Permanent (CSRI) official file

operations and hot war responsibilities. copy of the CS Policy Book is held in the

Chief's office. (See Office of the Chief

records control schedule item #2)

CHRONOLOGICAL FILES: Temporary (APH). Destroy after two yoears.
Consist of copies of correspondence and Cut-off at end of calendar year after
memorands originated by members of the[::::::] bringing forward material needed for cur-
|1956 to current date. rent reference. Place in inactive file for
one year; then retire to Records Center for
one yearls retention prior to destruction.

SEGRET
Approved Eor Release 2005111121 : CIARDP78-00487A000400090001-0
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RELBRPSEQNRORE R4S B0B5/11/21 :cm-réfpgg-ﬁ&imooomoogoom-o 7 2- éjﬂ D)
OFFICE, DIVISION, BRANCH S1GNATUREY L/
1 DDP/CA,{ | o TiTLE
ITE S
NO.M (TITLE, DESCRIPT’;O”I;,E ARIRBIS'("‘;H;I\IITEAEII\%NINCLUSIVE DATES ) (C\l//gll—gMIET.) DISPOSITION INSTRUCTIONS i
i REFERENCE FILE: 30.6 Temporary. (Auxiliary Paper Holdings).
Consists of FBIS, NIS, USIA. reports, paper- Screen periodically and destroy when no
backs, newspapers, magazines ; USIA and State Dept longer needed. :
dispatches, correspondence » bibliographies, and
‘ specialized techniques. Unclassified portions
4 filed by title in bookcases. Classified material
filed in safes by subject.
2 CURRENT WORKING FILE: . 21.6 Temporary (APH). Screeh periodically
’ ; and destroy when no longer needed.
Consists of correspondence, memoranda » infor-
mationg reports, pertinent excepts from NSC , OCB,
and USIA policy papers, TASS and FBIS excerpts
and other materials from all available sources
1
Arranged by country within geographical
area and also by subject. 1955 to current date.
1 .3 TRATNING MATERIAL|:| .8 Temporary (APH) Destroy when obsoleted,
. revised or no longer needed.
‘ Consists of copies of lectures given in OTR
for the indoctrination and re-orientation of
field personnel.
Arranged by subject. 1951 to curirent dute.
4 PROJECTS : 11.3 Permanent (Clandestine Services Record
Consists of case files of existing or pro< Materiall. Destruction not authorized. 2
. posed clandestine actions or relationships for
\ the conduct of | [ | Assign CS file number. Upon official
:I | [ termination of peoject, retire to DDP,I:'
SECRET L
Fidd it A RORZ0 a0 d 07 A NNN40AMRANAL 0. S \3
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- ITEM NO. FILES IDENTIFICATION N+ I DISPOSITION INSTRUCT IONS
5 | - PERSONALITY FILBipproved For Release 2005/11/21 : CIA] 'DE?6-001187A999@QQQQOQ0@131) . Destruction nost

- Consist of dossiers on individuals possessing authorized.
| specialized gualifications of interest to the Install 201 system. . Retire to Dm?p -2b
1 :l when no longer of interest to Branch.

X s

L Temporary (APH). Destroy two years after
completion of conference. .

3.6 Temporary (APH). Destroy two years after
completion of conference. ’

1 Temporary (APH). Destroy two years after
completion of conference.

7 ) Temporary (APH). Screen periodically and
destroy when no longer of current value
’ with the exception of that material which
the DDP representative deems it inadvisable
1 | | to provide names and specific details to
DD/I. This material must be held in readinegs
should it be required, and will be considerefl
Permanent (CSRM).

Assign CS file number to the permanent
portion of this file. When no longer needed
retire to DDPD a5
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. Approved-ForRelease 20064424+ CIA-RDP78-00487A000400090001-0
1 .5 8.5 Temporary (APH). Screen periodically and

destroy when revised, obsoleted or no
longer needed.

‘.' 6 CHRONOLOGICAL FILES: 1.1 Temporary (APH). Destroy after two years.
Consists of copies of correspondence and Cut-off at end of calendar year,
1 memoranda originated by members of the |:| place in inactive file for one year; &
1 ' then retire to Records Center for one _°
TTled chronologically by date. 1954 to year's retention prior to destruction. .
current date. ot
1.; 7 9.2 Temporary (APH). Screen periodically and
destroy when no longer needed.
1 1
1
. A¥ravged by subject. 1951 to current date.
= 8 BOOK INDEX: 1 Temporary. (APH). Destroy when no longer
:I 3" x 5" cards listing title and author[ | needed. : <
: [ | Arranged by author and also

by title.

SECRET ‘
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- g SCHEDULE NO. 4
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OFFICE, DIVISION, BRANCH S1GNATUR |

TITLE / L
! - <R 52;6 Af/\-ezgﬂ
[74

IJOEM (TITLE, DESCRIPT;OIb,ESARIR?#EV’:?E;\;T?,AE:V(I)JNINCLUSIVE DATES) (C‘z’g;ngEt) DISPOSITION INSTRUCTIONS
1 e |:| ADMINISTRATIVE FILES: 5.0 Temporary (Auxiliary Paper Holdings) Deg-
onsists of correspondence and memoranda troy after two years.
1 used in adminstering the | | This Cut-off at end of calendar. yaar after

bringing forward material neede@f?or current

file is arranged in accordance with the Agency -
., subject-numeric filing system and includes such operations; for example, policy &nd procedu-
: primary subjects as Collection, Committees, Dis- ral material. Place in inactive file for

one year; then retire to Records, Center for

semination, Organization and Management, Produc-
one year'!s retention prior to destruction.

tion, etc.

) 2 REFERENCE FILES: 33.0 Temporary (APH). Screen periodically and
: Consists of copies of Department of State destroy when revised or no longer needed.
. despatches, cables, information reports, UN re-

ports, Army Manuael, FBIS reports, Foreign Affairs
Notes, magazines, newspapers, books, paper-backs,
etc.

CURRENT WORKING FILES:
Consist of copies of selected Reuters, AP
and UP teletypes, information reports, cables,
State Position papers, and extracts from NSC, OCB,
0CI, NIE, FBIS, USIA papers. Also included are

.' external current periodicals together with case
officers! memoranda for the recerd. All of this
1 material is used in producing| [for

the Clandestine Services. These files are ar-
ranged as follows:

a. By subjects (such as Sino-Soviet Tension, 16.7 Temporary (APH). Screen periodically and
Neutralism, Nationalism, Revisionism, Dis- destroy when revised or no longer needed.
armament, Nuclear Testing, etc.). All of the
above subgects, and others of the same type,

are dealt with on a world-wide basis.

Jesy o 3
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Approved For Release 2005/11/21 : CIA-R . 7A000400090001-0
4 . | CURRENT WORKING FILES (cont'd):
b. Geographic - Arranged to correspond with 7.8 |Temporary (APH). Screen periodically and
DDP Area Operating Divisions. - destroy when revised or nolonger needed.

5 BOOK DISPATCHES:

1 2.0 Tewporary (APH). Destroy after one year.
are looking into the subject of 25

[vhether or not CS file numbers should be ..
required on Book Dispatches which are currently
being filed numerically with no subject con-
trol. This will be a matter of mutual 1nter-
est and concern to DDP/RMO and[ % 24

2.0 Permenent (Clendestine Services Record
Material). Destruction not authorized.

\'\‘ This T1le represents the official record Assign CS file number. Retire to
N copy of this publication. A swall supply DDPD those publications no longer of 21
N of extra coples are maintained for potential current value.
. dissemination.
. Filed chronologically by date of publica-
) tions.
0 : s
. | b. Index to ication. 5" x 8" cards indexing .2 Permanent. (Clandestine Services Record
-t guidance wHich are arranged by subject referr- Material). Destruction not authorized.
o ing to date of publication. 1954 to current dste. Assign CS file number.

SECRET ,
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OFFICE. DIVISION, BRANCH SIGNATURE

DDP/COVERT ACTIQN STAFF/

o 1 | WY 52 gh

"4

‘l\.JrOEM (TITLE, DESCRIPT;(;IIV_FSAR;?{EV%E;JT(‘:,AL}V%NINCLUSIVE DATES) (C‘l/IgI;gMFI::T-) DISPOSITION . INSTRUCTIONS
1 1 | hOMINISTRATIVE FILE:
Consists of- correspondence, wmemoranda, and .3 Tewmporary (Auxiliary Paper Holdings).
1 reports used in administering the Destroy after two years.
1 |:| Included in these files are Dissemina- Cut-off at end of calendar, year af’c.er
. tion Lists, Reproduction Requisitions, Requisi- bringing forward material needed foricurrent

' tions for Special Supplies and the History:l operations; for exawple, policy and- proceduragg
1 . material. Place in inactive file far one year,

then retire to Records Center for one year's

retention prior to destruction. L,
. 2 | PRESS COMMENTS FILE:
. a. Publications: 19.9 Tewporary (APH). Destroy after four years.
’ Consist of daily publication containing copies Hold one year's collection in office area;
1 of clippings from domestic | | then retire to Records Center for 3 years
1. that reveal comment on current foreign prior to destruction.
1 affairs. These clippings are made in accord-
ance with requirements, both long-standing
1 and ad hoc, received from the |
1952 to current date; filed chronologically.
Disseminated to 400 official users daily.
b. Mats of Press Comments: 2,0 |Tewporary (APH). Destroy after ninety days.

.‘ Consists of mats used in reproducing daily
Press Comment publications.

SCORET
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SCHEDULE NO.

REABRPSVEANTRORIAED Bi005/11/21 mnﬁiamnoﬂmaﬁﬁn@o (Revised 11 July 1963)

AAMANDOCMAL

OFFICE. DIVISION, BRANCH S1GNATURE

DDP/CA,{ | TITLE CA/PRA |

11 July 1963 24
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

1 [ | AIMINISTRATIVE FILES: 2.5 Temporary(Auxiliary Paper Holdings) Destroy
Consists of correspondence, cables, and after two years.

.memoranda used in the administration of the Cut-off at end of calendar year after

These files include such subjects as bringing forward material needed for current
Fﬁ?ﬂ'éll, Requisitions, Requirements, Diaries operations; for example, policy and procedural
(reflecting daily activities of artists) » Regula- material. Place in inactive file for oﬁé
tions, Meetings, Travel, Training, and other year; retire to Records Center for one yee.r 8
administrative subjects. retention prior to destruction. Iy

Filed by subject. o
REFERENCE MATERIALS:

s
k3

Temporary (APH). Retire after screening to
Record Center. To be reviewed after two years
for possible destruction.

Temporary (APH). Retidre after screening to
Record Center. To be reviewed after two years
for possible destruction.

Temporary (APH). Retire after screening to

R¢ after two yearg
£

PR

te

CIA Records Administration Offier

Permanent (Clandestine Services Record
Material). Destruction not authorized.
those Iinstances where material is pertinent

to the CS mission. Where not of lasting CS

]
Pa,
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
oved For Relegse 2005/11/21 : CIA- fAUUU4U0050UUT-U
1 Appr ) ¥ interest, destroy when no longer needed
. . by the Branch.

' : Retire to DDPD those portions of 2
the file which have been assigned CS file
numbers, w] ey are no longer needed in

4 PERSONALITY FILES: .5 Permanent (CSRM). Dest ction not authorized
Dossiers on individuals possessing the Retire to DDP/ijA
:I . specialized qualifications of value to the |:| when OI interest to°Branch.
‘ : =
5 | PP NOTES COVERS: 1.0 Temporary (APH). Destroy two months after
' Consist of negatives of covers of published publication of PP Notes. T
R

PP Notes. Arranged chronologically by date. i

SE&%ET /pﬁy.( Yy
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. OFF FCE, DiIVISION, BRANCH S1GNATURH
1 DDP/CA/ | v
TITLE - %/M éd 25
yzd fudas
Nor (TLTLE, DESCRIPTION. S RRARGEMENT . AND INCLUSIVE DATES ) (C‘[Ilg;gMiET. ) DISPOSITION INSTRUCTIONS
1 DIVISION ADMINISTRATIVE FILES: 2.7 Temporary (Auxiliary Paper Holdings). Destroy
Consists of correspondence and memoranda after two years. S
used in the administration of the Division. Cut-off at end of calendar yearmafter
This file includes such subjects as Liaison, bringing forward material needed forscurrent
Personnel, Training, Reports, Policy and Travel. operations; for example, policy and procedu-
’ : ral material. Place in inactive file, for one
year; retire to Records Center for dife years'
retention prior to destruction. e 26
Transfer to Chief,| 5
personnel folders for individuals no longer
slotted against thel|
% for screening against personnel files.
1 2 | TRAINING MATERIAL - FILE: 1.3 Temporary (APH). Screen periodically; destroy
N Consists of stuares; TEpOITS, PUDIICAZLiOns, when revised, obsoleted, or no longer needed.

and other related materials used in the indoc-
trination and re-orientation of field personnel
and to assist the Office of Training.

3 REFERENCE FIIE: 28.8 Temporary (APH). Screen periodically, destroy
Consists of copies of published reports when revised or when no longer needed.
i ) prepared by offices, other than the PP Staff,
.’ and used for reference purposes in performing
1 [ ]functions. Included are EIC, ICA, OCB,

JPRS, Rand reports, OIT and numerous other in-
telligence series material.
Filed by published series, country, and

subject.
4 CURRENT WORKING PAPERS FILE: 1.3 Temporary (APH). Screen periodically;
Consists of memoranda and correspondence destroy when no longer needed.
used in formulating guidance in providing o
economical support to implement economic action. Q}( Q v 25
- \0\\’3‘8 ;
! »” Pose Y
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Approved For Release 2005/11/21 : CIA| -9(487A000400090001-0
2 1.3 Temporary (APH). Screen periodically; des-
TOnSISTS OT The results of efforts by Divi- troy when revised or obsoleted.
sion members in the development of programs for
6 COUNTRY FILES -| 2.0 Temporary (APH). Screen periodically; des-
Consists of a collection of intelligence troy when revised or obsgleted.
information, reports, publications, and related o
material pertaining to th
individual countries.
Filed by country and subject within. 5
7 PROJECTS : 2.0 | Permanent (Clandestine Services Recp%§ Mater-
‘Consist of case files of existing or pro- ial). Destruction not authorized. =3
posed ] operations in target Assign CS file number. Upon official
states. termination, retire to DDPE' 2
. :
8 PERSONALITY FILES: 1.5 Permanent (CSRM). Destruction not authorized
Consists of dossiers on individuals pos- Tnstall 201 system. Retire to DDP 2
sessin? the specialized qualifications of value when no longer of interest to Division.
to the |
9 CRYPTIC REFERENCE FILES (Convenience): .1 | Temporary (APH). Destroy when no longer
Coneist of two keyed 3" x 5" card files needed.
maintained as handy reference to the true
nemes of encoded persons, projects, etc.
10 CHRONOLOGICAL FILES: 1 Temporary (APH). Destroy after two years.

Cut-off at end of calendar year; place
in inactive file for one year; then retire
to Records Center for one year's retention
prior to destruction.
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OMAUDOCNAL

Consists of memoranda, correspondence,
studies and similar material utilized in the
training of CA personnel and includes such sub-
jects as Training Requests, Evaluations, Require-
ments, Facilities (internal and external), Pro-
grams, reports, cataloguss and bulletins.

1951 to current date.
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oo (TITLE, DESCRIPTION. ARRANGEMINT . AND INCLUSIVE DATES) (c:g§g%g:) DISPOSITION INSTRUCTIONS
1 MINISTRATIVE FILES: 5.5 Temporary (Auxiliary Paper Holdings). Des- -
Consist of correspondence and memoranda troy after two years.
used in administering the| |land Cut-off at end of calendar year after
include such subjects as Accounting, Buildings and bringing forward material needed for.current
Grounds, Collection, Equipment and Supplies, Or- operations; for example, policy and proce-
ganization and Management, Records, Reports, dural material. Place in inactive file for
Security and Training.. one year, then retire to Records Centsr for
1953 to current date. one year's retention prior to destruction.
2 'REGULATORY ISSUANCES: 2.0 Temporary (APH). Destroy when revised,-super-
Agency and Clandestine Services regulatory seded or obsoleted. VS
issuances. Filed by regulatory series.
3 CHRONOLOGICAL FILES: 3 Temporary (APH). Destroy after two years.
Consist of copies of correspondence, memo- Cut-off at end of calendar year. Place
randa and reports originated in the|: in inactive file for one year; then retire
to Records Center for one year's retention
prior to destruction.
'TRAINING ADMINISTRATIVE FILE: 7.7 Temporary (APH). ' Destroy after two years.

Cut-off at end of calendar year after
bringing forward material needed for cur-
rent operations. Hold in inactive file for
two years in office area, then destroy.
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Approved For Release 2005/11/21,: CIA{RDP78-00487A000400090001-0
| 5| SECURITY ADMINISTRATIVE FILE: .5 Tetiporary (APH). Destroy after two years.
Consists of correspondence, memoranda, and Cut-off at end of calendar year after
reports used in administering the Staff Security bringing forward material needed for current
Program. This file includes such subjects as operations; for example, policy and procedu-
clearances for participation in outside activi- ral material. Hold in inactive file for two
ties, briefings, security handbook, violations years in office area, then destroy.
and security policy.
Filed alphabetlcally by subject. 1953 to
current date.
6 PERSONNEL ADMINISTRATIVE FILE: 3.8 Temporary (APH). Destroy after two‘years.
Consists of correspondence, memoranda, and Cut-off at end of calendar year; place
reports utilized in the administration of the in inactive file for a two-year reté&ntion in
[ It includes such subjects as the office area; then destroy. )
Career Service, Glassification and Duties, Mili- £
tary Personnel, Employees?! Relations and Activi-
ties, and Contract Personnel.
7 PERSONNEL FOLDERS FILE: 8.0 Temporary (APH). Destroy upon separation;
Contains copies of all personnel actionms, i upon transfer, forward to gaining office.
quelifications, questionnaires, fitness reports, -
and correspondence for headquarters personnel.
8 PROFILE FILES: 1.0 Temporary (APH). Destroy upon separation,
Biographical sketches briefing the Agency upon transfer, forward to gaining office.
experience of members of the'
9 | REGULATORY ISSUANCES: 2.2 Temporary (APH). Destroy when revised, super-
Consist of selected copies of Agency and seded, or res¢inded.
Clandestine Services regulatory issuances, PP
Staff Notices as well as the Federal Personnel
Manual.
10| PERSONALITY FILES: 1.3 Permenent (Clandestine Services Record Mat-
Dossiers on individuals possessing the erial). Destruction not authorized.
specialized qualifications of interest to the Install 201 system. When no longer of
| | interest to the CA, retire to DDP/ 2
‘; R j:’ S .,‘,»7l
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Include Airline and Railroad timetables
as well as other publications needed in budgetary
work.

Filed by subject of interest; unclassified

material in bookcase, classified in combination-
lock filing cabinets.
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11| crypric ReFERENGPRIIMEC [RnRSlaase 200511121 : Cl A 48%':3331«”;7 (APH). Destroy when no longer
Consist of two keyed 3" x 5" card files 3 .|~ need %,
maintained as handy reference to encoded names.:| | TR WA }Zg&k
12| PERSONNEL CARD FILES: v Temporary (APH). Screen periodically and
Consist of both 3" x 5% and 5" x 8" card destroy when no longer needed.
files reflecting information regarding current
CA persomnel. These card files include data 4
on Applicants, Persomnel Locator, Contract
Personnel (active and inactive), Resignees,
Reassignment, Record of Official Personnel Files
and Clearances. RS
13 BUDGET ADMINISTRATIVE FILES: 3.3 Temporary (APH). Destroy after five years.
Consist of copies of Preliminary Estimates, Cut-off at end ef fiscal year; place.
narrative and statistical statements of require- in inactive file for two years; then retire
ments, and related working papers. Among othér to Records Center'for two yearst retefition
subjects, they contain such specifics as Advance prior to destruction,
Accounts, Travel Documents, and Requisitions
covering the purchase of special supplies, equip~
ment and reference material.
Filed by fiscal year with subject breakdown
within the year. 1954 to present date.
14 PROJECT FILES: 1.3 Temporary (APH) on termination of project,
Consist of individual folders containing transfer to DDPJ;;iﬁfor screening against
copies of the project outline, fiscal annex, the official CS e copy of the terminated
renewals, and amendments together with other project.
pertinent fiscal papers on every currently oper-
ating CA Greyp project.
15 REGULATORY ISSUANCES: 1.1 Temporary (APH). Destroy when revised, super-
Selected CIA and CS regulatory issuances seded, or rescinded.
as well as Comptroller and Finance Division
Instructions and Handbooks.
16 REFERENCE FILES: 2.6 Temporary (APH). Screen periodically and
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destroy when no longer needed.
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|
17 OBLIGATION FILESApproved For Release 2005/11/21 : A -0?48?&&%@90%@.@-9 Dostroy after ten years.

- ) Consist of copies of vouchers and account- - . Cut-off at end of fiscal year; place in
ings which have involved the expenditure of un- inactive file for three years; then retire
vouchered funds authorized by approved obliga- to Records Center for six years! retention
tions. prior to destruction.

Filed by cost account number; 195'4 through
current fiscal year.

18 ALLOTMENT FILES: 8.0 | Temporary (APH).

Allotment Control Ledgers reflecting the Allotment Control ledgers: - -
obligation, expenditure, and status of allot- Destroy after ten years. Cut-off at end |
ments. Maintained as an integral part of these of fiscal year; place in inactive file for
files are IBM machine listings of the concurrent three years; then retire to Records Center fon

‘ budgetary status of allotments. six years! retention prior to destruetion.

Filed by fiscal year; 1954 to present date. IBM Machine Listings:

Destroy after three years. Cut-off at
end of fiscal year; place in inactive file
for three years; then destroy.
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